
JOB VACANCY ANNOUNCEMENT 
U.S. MISSION - ACCRA 

 

 

 

 

The U.S. Mission in Accra, Ghana is seeking a highly motivated and qualified individual for the 
position of PROGRAM DEVELOPMENT SPECIALIST FOR MONITORING & EVALUATION - 
EDUCATION in the Education Office of USAID/Ghana.  The primary purpose of the position is to 
serve as a subject matter expert in Strategic Information/Monitoring and Evaluation.  S/he will help 
implement USAID/Ghana Education portfolio activities, building on previous experiences in scaling 
up proven interventions and approaches and working through and supporting the usage of Ghana 
country systems to the maximum extent possible under its new Country Development Cooperation 
Strategy (CDCS). 
   
Education & Prior Work Experience:  A Bachelors Degree in public sector administration, 
international development, education, law, or other relevant training in education or education 
program management is required.  5 years experience working in monitoring and evaluation in 
education or development programming, 3 years of which should be in a progressively responsible 
professional-level position is required   
 
For full requirements and position description, please log on to  
 
http://ghana.usembassy.gov/jobopportunities.html  
or 
http://transition.usaid.gov/westafrica/employment/index.htm 
 
Salary Range:  GH¢ 27,677.00 – GH¢41,515.00 p.a. (depending on qualification and 
experience) 
 
 
SUBMIT APPLICATION TO:   POINT OF CONTACT 
 
Human Resources Office    Email:  AccraHRO@state.gov 
Through the Mailroom, Chancery  
American Embassy, Accra 
P.O. Box GP194, Accra or 
by Email  AccraHRO@state.gov 
 
When submitting your application via email, please start the subject line with the position title.   
 
CLOSING DATE:   June 14, 2013 
 
Please note that only short-listed applicants will be contacted. 
 
USAID/Ghana anticipates awarding a Personal Service Contract (PSC) regarding this announcement.  
Please note that this does not constitute any guarantee that a PSC will be awarded as result of this 
announcement.  

http://ghana.usembassy.gov/jobopportunities.html
http://transition.usaid.gov/westafrica/employment/index.htm
mailto:AccraHRO@state.gov
mailto:AccraHRO@state.gov


POSITION DESCRIPTION 
PROGRAM DEVELOPMENT SPECIALIST FOR MONITORING & EVALUATION - EDUCATION 

 
 
Background 
 
In the last decade, Ghana has made impressive gains in increasing access to primary education.  
While some challenges to access remain in the Ghanaian education sector, a major priority now is 
improving quality and student learning outcomes. Standardized tests demonstrate that levels of 
student achievement are still low, but rising.  More work is ahead to meet the Government of 
Ghana (GoG) target: that 60% of the children finishing primary school achieve proficiency in 
English and math by 2012. 
 
USAID’s approach to supporting the education sector in Ghana is grounded in the GoG’s 2010-
2020 Education Strategic Plan, while also contributing to USAID’s new Education Strategy, 
“Opportunity through Learning,” released in 2011. USAID/Ghana’s resources in education largely 
support and contribute to Goal One, improved reading skills of 100 million children in primary 
grades by 2015, as reflected in its programs focusing on enhanced early grade reading and math 
instruction, strengthened basic education management systems support linked to improving, 
expanding, and sustaining reading outcomes and increased local citizens’ participation in school 
governance, accountability, and transparency.  
 
In response to the Agency’s USAID Forward Objectives and the Evaluation Policy - specifically 
Implementation and Procurement Reform, building the capacity of partner country institutions and 
strengthening evaluation - the use and strengthening of partner country systems remains a central 
component of US Government (USG) assistance to the education sector for USAID/Ghana.  
USAID/Ghana anticipates that activities over the next four years, totaling approximately over $100 
million, will be developed and undertaken closely with Ministry of Education (MOE)/Ghana 
Education Service (GES) in conjunction with an agreed upon research agenda that will drive the 
production of a sound evidence-base for decision making.  
 
Within the broader education sector in Ghana, USAID/Ghana is positioned to provide resources at 
the primary level of the education cycle that directly impact educational quality and learning 
outcomes for students.  These efforts complement and supplement resources from other 
development partners in Ghana, including Department for International Development (DfID) and 
UNICEF, Japan International Corporation Agency (JICA) and the World Bank, among others.   
 
Basic Function of the Position 
 
The position is located in the USAID/Ghana Education Office. As a member of the USAID/Ghana 
Education Office team, the Education Program Development Specialist for Monitoring & Evaluation 
(M&E) will serve as a subject matter expert in Strategic Information/Monitoring and Evaluation.  
S/he will help implement USAID/Ghana Education portfolio activities, building on previous 
experiences in scaling up proven interventions and approaches and working through and 
supporting the usage of Ghana country systems to the maximum extent possible under its new 
Country Development Cooperation Strategy (CDCS).  S/he will provide technical, implementation 
and management leadership and expertise for programs and activities that aim to strengthen and 
support Ghana education sector human and institutional capacities for improved primary school 
reading performance, with a specific focus on strengthening and supporting team and GoG 
education sector capacity in the area of monitoring and evaluation.   
The Education incumbent will be responsible for ensuring the effective development and use of 
strategic information and performing M&E functions across the Education program portfolio and its 



activities.  Duties will include developing and updating the project/activity and annual monitoring 
and evaluation plans, data collection, annual and semi-annual reporting, analysis of monitoring and 
evaluating progress toward planned milestones, achievements and expected results, and regular 
reporting on such progress to diverse target audiences including USAID, US Government (USG) 
and Ghana government and non-government partners, both public and private. These efforts will 
significantly contribute to effective implementation of key principles and objectives of USAID’s 
reform agenda, USAID Forward (http://forward.usaid.gov/), with particular attention to supporting 
country led education activities through various government to government (G2G) modalities. 
 
Major Duties and Responsibilities  
 
The Education M&E Specialist will be responsible for ensuring the effective development and use 
of strategic information and performing M&E functions across the Education program portfolio and 
its activities.  S/he will establish and maintain a working relationship with and assist Government of 
Ghana (GoG) agencies, regional governments and district assemblies in select districts in all 
regions, as well as local organizations in the education sector.  As part of the Education team, s/he 
will plan, prepare, review and monitor field implementation of activities in support of the USAID 
Education Strategy and the GoG’s 2010-2020 Education Strategic Plan (ESP), as articulated under 
USAID/Ghana’s CDCS, and ensure adherence and compliance to the appropriate Agency policies, 
frameworks and guidance.   
 
Research, Evaluation and Capacity Development 
 
The Education M&E Specialist will serve as project manager, playing a lead and alternate role for 
key projects and activities related to M&E support, specifically those under the USAID Partnership 
for Education Program.  S/he will be instrumental in strengthening skills of, and serving as a central 
resource to, Education Office Team members, MOE/GES and other key education sector actors 
and implementing partners in the areas of research, evaluation and strategic planning.   Specific 
duties will include: 
 

1. Serves as Contracting Officer’s Representative COR/Alternate COR, Agreement Officer’s 
Representative AOR/Alternate AOR and/or Activity Manager for key projects and activities 
related to M&E support, specifically those under the USAID Partnership for Education 
Program. 

 
2. Provides technical input and management to efforts that strengthen and operationalize 

MOE/GES Monitoring and Evaluation system at central and decentralized levels, working 
with and liaising between the relevant USAID Partnership for Education contractor(s) and 
GOG or local entity organizations.  

 
3. Liaises with and provides assistance to local government institutions to coordinate and 

integrate USAID education support or activities into local government management systems. 
 

4. Develops capacity development metrics for the portfolio and specific activities. 
 
5. Develops and coordinates calendars, schedules and documentation (e.g. terms of 

reference, scopes of work, Task Order Statements of Work, etc.) to procure and conduct 
mid-term and final performance evaluations and other relevant analytical works, providing 
technical guidance, expertise and input to team members and implementing partners, as 
needed. 

 

http://forward.usaid.gov/


6. Monitors project-level assessments, including impact assessments, studies and other 
analytical efforts, keeping close contact and collaboration with relevant contractors, 
grantees, government and other partners. 

 
7. Conducts regular events (e.g. trainings, brown-bags) to communicate or train team 

members in key areas of strategic information/monitoring and evaluation. This includes 
organizing and facilitating meetings with CORs/AORs/Activity Managers, international and 
government partners, US government (USG) agency representatives, and stakeholders in 
preparation of annual USAID reporting and contributing to GoG education sector reporting 
for basic education. 

 
8. Liaises with Program Office Monitoring and Evaluation and relevant USAID/Washington 

personnel dealing with Monitoring and Evaluation for routine tasks and remaining updated 
on strategic information/monitoring and evaluation state of the art, generally and specifically 
for education.  

 
9. Participates in the development and implementation of capacity building programs, 

workshops, and other participatory activities that will serve to broaden knowledge and 
practice of effective strategic information of Education programs and related activities. 

 
10. Participates in technical reviews and provide comments on draft documents to ensure that 

evaluations meet Mission management needs and Automated Directives System (ADS) 
requirements. 

 
11. Other duties as assigned. 

 
Data Coordination Analysis and Management 
 
The Education M&E Specialist will be responsible for managing the Education Performance 
Management Plan, working with Education Office and implementing partners (government and 
contractors) to ensure timely and consistent data collection, consolidation and communications.  
S/he will provide technical assistance in the monitoring of USAID/Ghana Education programs to 
ensure compliance with US Government regulations and document program impact, performance 
and achievement of results under the CDCS currently in force.  Specific duties will include: 
 

1. Coordinates the USAID/Ghana Education Office Performance Management Plan, assessing 
the extent to which indicators remain relevant and useful, and making the necessary 
adjustments over time.  

 
2. Provides quality control for all aspects of M&E included in the Operational Plan and 

Performance Report, including updating and providing input to the Mission’s Operational 
Plan progress indicators. 

 
3. Coordinates and consolidates input from implementing partners for the preparation, analysis 

and timely submission of Annual and Semi-Annual Program Reports and ensures follow-up. 
This includes tracking, overseeing and verifying large volumes of data collected from 
implementing partners prior to the consolidation into USG report and developing M&E-
perspective narratives on the submitted results with respective team members. 

 
4. Collaborates with the team to prepare accurate pipeline levels, future resource requests and 

procurement plans for the portfolio review. 
 



 
5. Analyzes quantitative and qualitative data, developing clear ways to represent, summarize 

and communicate the analysis verbally and in writing (e.g., graphics) to inform reporting 
requirements, project communications for internal mission and external use. 

 
6. Develops databases, spreadsheets or other tools to ensure data is compiled and readily 

available.  
 

7. Assists the team to maintain electronic and hard copy files to meet the Automated Directives 
System requirements. 

 
8. Provides focused technical guidance and support to District Education Directorates, District 

Assemblies, government and local organizations to identify and develop evidence-based, 
contextually appropriate approaches for education activities, including for expanding and 
strengthening community-based approaches.  
 

9. Other duties as assigned. 
 

Program Performance Monitoring 
 
The Education Specialist will provide technical assistance to the development objectives 
Development Objective (DO) team in monitoring the performance of the Mission’s programs.  S/he 
will represent the DO team in in interagency monitoring and reporting fora and in national M&E 
Technical working groups.  Specific duties will include: 
 

1. Tracks, reports on and addresses mission and implementing partner compliance with 
Monitoring and Evaluation policies and procedures, including mission orders, e.g. 
Performance Management Plans (PMPs) in place, data quality assessments, gender equity 
requirements, etc. 

 
2. Develops results vs. targets tracking system by program area on a quarterly, semi-annual 

and annual basis for monitoring partner performance linked to MOE/GES education sector 
M&E system, providing feedback to partners and CORs/AORs/Activity Managers during 
partners’ review meetings.  

 
3. Collects and disseminates lessons learned, and shares successes during project 

implementation.  This includes written and oral reports to the team on progress, impact, 
problems, constraints and opportunities, identifying strengths, deficiencies and suggesting 
corrective actions, where necessary. 

 
4. Conducts periodic site visits to assess partner and Government of Ghana data collection 

methods, and provide technical assistance to implementing partners. 
 
5. Develops and assists to maintain team monitoring plan  
 
6. Coordinates program learning opportunities, planning and facilitating team retreats and 

partner meetings 
 
7. Fields and responds to taskers related to portfolio monitoring and evaluation aspects of the 

Education Office and portfolio, including serving as lead for the weekly mission updates. 
 



8. Engages with Ghana Ministry of Education and Ghana Education Service officials at the 
national, regional and district levels, civil society organizations, and other donors to achieve 
program objectives and results including addressing implementation issues, replicating, 
adapting or otherwise scaling up positive program results and approaches in the country.  

 
9. Other duties as assigned. 
 

Qualifications Required/Selection Criteria 
 
A. Education:  A Bachelors Degree in public sector administration, organizational learning, 

international development, education, law, social sciences, statistics or related fields is 
required. 

 
B. Prior Work Experience:  5 years experience working in monitoring and evaluation in 

education or development programming, 3 years of which should be in a progressively 
responsible, professional-level postion is required.  Experience in a fast paced, multi-cultural 
environment, applying strong inter-personal, organizational skills and technical (monitoring and 
evaluation) skills, experience in strategic planning, the design and application of methods and 
strategies to produce, analyze and use data, and sharing/communicating information with a 
variety of actors in different environments as well as experience building or developing 
capacity related to monitoring and evaluation and/or M&E systems development are required. 

 
C. Language Proficiency:  List both English and host country language(s) proficiency 

requirements by level II, III and specialization (sp/read):  Strong writing and oral 
communication skills are necessary.  Level IV English (proficiency) fluency in speaking and 
writing is required.   

 
D. Job Knowledge:   Incumbent is required to have; Knowledge and understanding of policies, 

priorities, strategic directions relevant to the Government of Ghana and USAID Education 
program in Ghana. Familiarity with the mandate, structure and functions of the Ghana Ministry 
of Education, the Ghana Education Service, including the new autonomous oversight bodies, 
especially as they relate to oversight functions related to monitoring and evaluation. 
Knowledge of contemporary issues and trends directly impacting on the performance of the 
education sector in Ghana.  

 
In-depth and practically acquired knowledge of a range of concepts, principles and best 
practices in the areas of monitoring and evaluation from other donor/development 
organizations in education or related sectors.  Knowledge and experience from around the 
world and skill in applying this knowledge to Ghana or similar African contexts in the education 
sector is required.  

 
E. Skills and Abilities:   Strong inter-personal skills, e.g., communication, negotiation, 

representational and program/project management and coordination skills. Ability to work 
effectively with superiors, subordinates, colleagues and partners both inside and outside the 
Mission.  Ability to work with a multi-cultural team.  Organizational skills, including time 
management, ability to multi-task and prioritize tasks. Quantitative and analytical skills with 
ability to communicate technical information clearly and effectively, with professional and lay-
level presentation, reading, writing proficiency and computer literacy.  Maturity, objectivity, 
resourcefulness and adaptability strongly desired.  Must be diplomatic but firm in dealing with 
and cultivating relationships with a wide variety of officials, such as government, donor and 
civil society counterparts.  Strong computer skills, including good knowledge of Microsoft 
Office, Excel and database and/or other software programs and tools to facilitate monitoring 



and evaluation efforts, are required. Ability to analyze and draw logical conclusions based on 
analytical findings in a development context, preferably in education.  

 
 
 
 
 
 
 


